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OFFICE OF THE BISHOP

June, 2010

Dear Pastor/Parochial Administrator/Parish Steward:

[ am pleased to approve and present to you the “Parish Financial Management Handbook.” This assembles
and expands policies and procedures already in place and will assist each parish to be in full compliance.

The goal of this “Handbook” is to ensure uniform and sound financial procedures for all parishes and
entities of the Diocese. It will assist each parish to comply with Canon Law, federal and state laws, labor
laws, and diocesan policies. I hope that this “Handbook” will aid you in implementing and maintaining
policies and procedures for the effective and sound financial management of your parish and parish-related

organizations.

[ urge each Pastor/Administrator/Steward to work closely with the Finance Council to become acquainted
with the “Handbook’s” contents. The parish bookkeeper must also become familiar with it. All involved are
to implement fully the procedures outlined in the “Handbook.”

The Diocesan Finance Office will conduct an annual review of the Handbook for possible updating of it.
Your suggestions on ways to streamline, simplify or clarify procedures will be most welcome.

As you know, good stewardship of parish resources will optimize the ability of parishes to better serve the
many needs of our faith communities. Promoting and maintaining the financial health of the parish will
foster an atmosphere of trust and confidence.

In our daily priestly ministry, we strive to be living examples of God’s love and teachings. The call to
witness to Christ is also made visible in how we obtain, manage, and expend funds in the name of our
Catholic community. All who benefit from our competent oversight of parish temporalities need to have
confidence in our stewardship. The “Handbook” will help to achieve this.

Be assured of my prayers and best wishes.

Respectfully,

+Jaime Sotp

Bishop of Sacramento

JS:mlf
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Purpose of Parish Financial Management Handbook

Christian Mission and the Parish

“The joys and hopes, the grief and anguish of the people of our time, especially of those who are poor or
afflicted, are the joys and hopes, the grief and anguish of the followers of Christ as well. Nothing that is
genuinely human fails to find an echo in their hearts.” These introductory words of Gaudium et Spes (“Joy
and Hope”), the Second Vatican Council’s Pastoral Constitution on the Church in the Modern World,
reveal the essence of the Christian mission of love, hope and redemption. The gifts of the Holy Spirit are
expressed in the divergent gifts, talents and resources of many. These in turn are given expression in
numerous ministries that serve those in need. Vatican Il emphasizes the importance of every individual’s
role in bringing about the presence of Christ by using his or her gifts and talents to serve in the building
of the Body of Christ. Openness to the Spirit, prayerful discernment, and taking action are inherent in the
life of a Catholic.

Typically, a parish community is the setting in which the gifts and talents of individuals are given in the
service to others. Each parish represents the whole Church because each contains the fullness of the
Christian life. The 1983 Code of Canon Law, Canon 515, describes the parish as “...a certain community
of Christ’s faithful stably established within a particular Church, whose pastoral care, under the authority

of the diocesan Bishop, is entrusted to a parish priest as its proper pastor....”

The Diocese of Sacramento

Founded May 28, 1886 the Diocese of Sacramento encompasses the resources of over five hundred
thousand Catholics who serve to make the presence of Christ known in all they assist. The clergy and laity
serve in 105 parishes, 42 missions and 3 Newman Centers extending over 20 counties from Sacramento to
the Oregon border, the Central Valley to the Nevada border. The Pastoral Center in Sacramento serves as
the focal point and offices for Bishop William K. Weigand, and Coadjutor Bishop Jaime Soto, secretariats
for temporalities and administration, vocations, pastoral ministry and delegate for religious, clergy and
religious, social services, canonical affairs, and theological affairs. One seminary, 8 high schools, 43
elementary schools, 6 hospitals, 9 Deaneries and a radio station also facilitate the clergy and laity alike in
building the Body of Christ.

Organizational Needs

Inherent in each of these communities/activities is the need for a type and degree of organization.
Organization is unique to each community and accomplishes the ideal of unity expressed in Ephesians
4:3-6, “Do your best to preserve the unity which the Spirit gives by means of the peace that binds you
together. There is one Body and one Spirit, just as there is one hope to which God has called you. There
is one Lord, one faith, one baptism,; there is one God and Father of all, who is Lord of all, works through
all, and is in all.” This central purpose of a Christian community guides each entity as it gives shape to its

organizational structures: administrative, managerial and ministerial.
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The Future: Transparency and Accountability

Good, sound business practices are vital for all parishes. Importantly the future of any activity in the
Church must ensure the visibility and integrity of all Church affairs. Paramount is the strengthening of
financial oversight mechanisms at both the diocesan and parish levels. Transparency, accounting integrity,

vigilance and good management are the benchmarks we strive to achieve in our temporal affairs.

Central to good stewardship of Church resources is accountability. All people in the Church are
accountable for their response to the Lord and for the ministries to which they are called. In 1 Pet. 4:10 St.
Peter explains, “Each one, as a good manager of God’s different gifts, must use for the good of others the

special gift he has received from God.”

Those called to be pastors and administrators are accountable to the Bishop and the parish for their day-

to-day performance in managing the financial and other affairs of the parish community.

The Parish: Canon and Civil Law

The operation and administration of a parish is governed by the provisions of the 1983 Code of Canon
Law, the statutes of the State of California and the United States Government, and the administrative
policies and procedures promulgated by the Bishop of the Diocese of Sacramento. The pastor/priest
administrator represents the parish in all juridical matters. He is charged with the responsibility of
seeing to it that the goods of the parish are administered in accordance with all relevant canons. The
canons specify that each parish have a finance council. It is a mandate of the Bishop of the Diocese of
Sacramento that each parish have a Pastoral Council to aid the pastor/priest administrator and parish
stewards in the management of the parish. Emphasis is placed upon the principles of co-responsibility
and accountability that follows in the post-Vatican II Church. One canon in particular, Canon 1284
requires all administrators to fulfill their office with the diligence of a good householder. The Canon lists
specific duties and responsibilities involving the management of goods, financial actions, keeping books,
preparing reports, and budgeting. These responsibilities for administrators, financial personnel and all
parish organizations, along with the directives of the Bishop of Sacramento provide the basis for the

existence of this Parish Financial Management Handbook.

This Parish Financial Management Handbook is designed as a living document i.e. it provides useful
guidance for pastors, parish administrators and stewards, parish pastoral and finance councils, and
bookkeepers who will help achieve the goal of consistent parish financial accountability throughout

the Diocese of Sacramento. Both content and organization contribute to this objective. This handbook
delineates the specific responsibilities of the pastor, pastoral and finance councils, their relationship to
each other and the parish community. The responsibilities of ministries and those who serve in them are
also included. Relevant Canons that apply to the management of a parish in the 1983 Code of Canon Law
include Canons: 515, 532, 537, 1276 and 1281-1287. Accounting and bookkeeping functions are reflective
of current state and federal tax laws. Additions, deletions and updates will be posted to the online version

of this handbook as laws change and suggestions are gathered from all who use this handbook.
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About this Handbook

This handbook provides guidance to pastors, parish administrators, pastoral and finance councils, and
bookkeepers that manage the financial affairs of the parish. It addresses practices and procedures for
parish accounting, budgeting, financial reporting, and periodic financial review, and is meant to serve a

key role in establishing consistent parish financial accountability throughout the Diocese of Sacramento.

Supporting the activities and operations of churches is a challenge and a necessity. The various activities
of churches, limited financial resources, and a growing demand on the part of church members who want
to know how and where their donated monies are spent are part of the growing need for good financial
management. Financial reporting, good accounting and financial management are compelling reasons for
the establishment of this Parish Financial Handbook. In the Diocese of Sacramento, which is organized
as a corporation, the establishment of financial management practices and accounting standards help
ensure the legal and financial integrity of each parish and the entire diocese. Clergy and laity share in this
responsibility for the financial health of each parish. This handbook, with its guidelines and accounting
procedures, serves to establish minimum standards that satisfy a milieu of laws governing our operations
and provide a degree of standardization in the diocese in order to provide the necessary data to manage

the diocese and all of its entities.

Good stewardship requires an understanding of how assets are used and how various needs are met.
Good fiscal management requires a good accounting system. The accounting systems in this handbook
are designed to achieve the goals of good stewardship and good fiscal management. The standards

for accounting practices established in this handbook provide a standard chart of accounts and their
definitions. Accounting for the parishes use the modified cash basis. The chart of accounts enables a
parish to maintain either simplified or very detailed accounts depending on its needs. Regardless of the
level of detail, the use of the chart of accounts results in all parishes using the same account numbers
when accounting for the same type of transaction, resulting in consistency of data throughout the

diocesan system.

Budgeting

Budgeting guidelines in this handbook emphasize the need to reconcile expenditures with budgeted
amounts and that future expenses are based upon expected operations. The pastor directs this process

with the assistance and monitoring of the parish finance council.

Financial Reporting

Transparency of finances, i.e. the ability to clearly understand how donated monies are used and allocated
to meet the mission and goals of the parish and diocese is an imperative. This is accomplished, in part, by
the regular and reliable reporting of financial operations. These reports reflect the financial details of the
parish operations and do so in a way that is tailored to the needs of the reader. Weekly reports of previous
offertory collections in Sunday bulletins are an example of the simplest form of reporting. More detailed
quarterly reports are for those responsible for parish management. The annual report is communicated

to the parish community in the context of reaching parish goals as set forth in the Pastoral Plan. This

handbook also includes the detailed instructions for the annual financial report, which is also forwarded
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to the Diocese of Sacramento. This report and its preparation provide the important information that
assists in the evaluation of parish activities and the development of future parish budgets. The use of this

annual budget information for reporting to the parishioners is important.

Financial Management Guidelines
Internal controls in parishes are usually the most important concern in financial management.

Separation of the collection of monies from its counting, recording and depositing in the bank is most
important. The smaller the parish, the greater the difficulty in the separation of these duties. Emphasis
is given to the proper organization of these functions in this handbook. An area of greatest concern

is the handling of offertory receipts. Additionally, the handling of money for clubs, ministries, fund-
raising activities and social functions in a parish is detailed in this handbook with the same emphasis
on the proper handling of cash. Payroll, compensation and federal and state filing requirements are also
explained. All parishes in the diocese are using the convenience of the ADP payroll system through the
Diocesan Finance Office for their payrolls. This cost effective service includes all reporting functions to
Federal and State agencies and greatly simplifies these legal and reporting requirements for the parishes

that use these services.

The guidance in this handbook is intended to encourage ongoing management review of the parish
financial affairs, ranging from internal reviews by parish staff and parish members to external reviews by
diocesan staff or independent auditors. The Bishop has directed that all parishes be reviewed on a three-
year cycle and/or when there is a change in pastors. The Chief Financial Officer for the Diocese and his
staff are also available to answer questions, visit the parish to give assistance and provide tutorial sessions
when needed. They may be reached at 916.733.0277.

Computer Software and Financial Management

The accounting systems of the Diocese of Sacramento use the current version of QuickBooks Pro software
which is updated annually. It is the goal that all parishes and their bookkeepers use a current version of
this system. The QuickBooks Pro system provides tutorial services for the use of its newest versions in the
software program. Personnel in the Diocesan Finance Office are also available to provide assistance to the
bookkeeper. Please phone 916.733.0277 to schedule this assistance. The use of the most current software
will greatly enhance the parish’s ability to accurately manage its finances and generate the data needed

to meet its reporting requirements for budgets, quarterly and annual reports and to interact online with
diocesan officer personnel. No parish should have QuickBooks Pro software older than 2006.
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Quick Reference Guide

Guide to Frequent Parish Business Practices

This guide provides a very brief summary and overview of the most important subjects to be aware of in
management of a parish. A more detailed and in-depth explanation of each subject is provided in the text
of the handbook. Additionally, the staff and administration of the Diocesan Finance Office of are available
to assist you and may be reached at 916.733.0277.

CONTENTS
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Finance Council - Section 102 of Handbook

A. Establishment. Guidelines and Norms. Finance Councils are required by Canon Law. Additionally,
good management and business practices are best achieved by having an active Finance Council. A

thorough description of the Finance Council is provided in Section 102 of this handbook.

B. Regular meetings. Council meetings should meet at least quarterly. Monthly budgets and
management of income and expenditures, comparison of budgeted amounts to forecasts, and planning

for operating and capital requirements are appropriate topics for these meetings.

C. Record of meetings. Minutes of Finance Council meetings are kept and maintained in the parish

office files. These documents record the main topics reviewed and any votes taken.

D. Role of Finance Council member. Each member serves in an advisory and consultative role to the
Pastor, Parochial Vicar and Parish Steward. Parish staff e.g. business manager, steward, bookkeeper,
principal may be regular attendees at a parish Finance Council meeting; their role is a staff resource
role and not a voting member. The Pastor may require confidentiality of council members at his

discretion.

E. Communication of financial results. Regularly communicate financial information to
parishioners. Report weekly collections in the bulletin. Quarterly and annual reports explain the
financial condition of the parish, including sources and amounts of income, parish indebtedness,
unpaid bills, and parish savings and investments. A comprehensive report is an important element of
accountability. Accountability and transparency will develop parishioner’s willingness to give of their

time, talent and treasures.

F. Topics discussed. Review and evaluate the internal controls concerning the accounting function,
define specific practices, procedures, and techniques. Review, discuss, and approve the parish annual
report. Monitor actual results to budgeted comparisons on a regular basis (at least quarterly), discuss
reasons for variances. Assess the condition of the buildings and plan for improvements. Determine the

effectiveness of any fund-raising activities.

Financial Reporting — Section 104 of Handbook

A. Record financial transactions and prepare financial statements. Financial transactions are
recorded and monthly financial statements are prepared using a standard chart of accounts provided
by the Diocese of Sacramento on QuickBooks Pro. (Please see Appendix B for the chart of accounts and
their definitions).

B. Financial records. Records are not kept offsite at the residence of employees or other locations where
access to the records is limited. Financial records are the property of the parish and are kept on the

parish premises at all times.

C. Parish financial reports. The parish budget and annual report are reviewed and approved by the
Pastor and Finance Council. It is recommended that the quarterly reports be shared with the Pastoral

Council.

D. Regular report preparation. Financial reporting is done regularly and timely to facilitate control and
corrective action. It is recommended that budget verses actual reports be prepared quarterly. Canon

Law requires annual reports to the parish community.
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Sunday and Holy Day Collections — Section 203.1 of Handbook

A.

Counting teams. At least 3 unrelated people should be present when collections are counted. No one

should ever sort and organize money prior to the arrival of the counting team.

. Proper rotation of count team duties and members. Collections are counted by multiple counting

teams, which are rotated periodically.

. Collections are to be handled properly. Checks are restrictively endorsed during counting

procedures, and a cash collection report is compiled and signed by counting team members. It is

helpful to establish written cash handling guidelines for the counting teams.

. Adequate physical safeguards. It is best to deposit daily all cash receipts, or secure them in a locked

safe under dual control (access by two people). Limit entry to the safe to only those people requiring

such access.

. Adequate segregation of duties. Ideally different individuals complete the receiving, processing,

recording, and bank reconciliation functions. This option is not always possible especially if there
are only one or two individuals available to perform these duties. Separate these duties between the
available people as much as possible. Perhaps the Pastor, or a volunteer parishioner with the proper

background, can perform one of these functions on a monthly basis.

. Parishioner contribution statements. Someone who is independent of the counting, depositing,

and recording of collections prepares year-end parishioner statements. Reported variances between the

donation and collection are investigated and resolved.

. Tracking parishioner contributions. Develop written procedures to instruct the person completing

the data entry. Do not back date envelopes to the Sunday date printed on the envelope, use the date
of the collection. For example, families submitting multiple envelopes (for previous Sundays on one
Sunday). These are entered with the Sunday date that the multiple envelopes were received, not the day

the data was entered, or the Sunday dates printed on the envelopes.

Other Church Collections — Section 203.1 of Handbook

A.

Other church collections are to be handled properly. Ideally, different individuals complete the
receiving, processing, recording, and bank reconciliation functions. Gift acknowledgment forms are
issued when donations of $250 or more are received. Reported differences between the donation and

collections are investigated and resolved.

Religious Education Collection of Fees — Section 203.3 of Handbook

A.

B.

Fee collections are to be handled properly. Pre-numbered receipts are issued for all revenue
collections. Collections are to be secured under dual control and deposited on a regular basis and

secured under dual control.

Administration of student accounts. Document all students registered under different fee plans to

determine the accuracy of revenue collected on an on-going basis.
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C. Fee collection plan. On a regular basis, review outstanding fee balances to determine if they are
collectible. Establish a plan for the collection of past due fees. Payment plans and reminder notices
may be utilized to collect past due fees. To aid in identifying past due fees, document all students
registered under different fee plans to determine the accuracy of revenue collected on an on-going

basis. Uncollected fees are waived only upon review and approval of the Pastor. Document unpaid fees.

Cash Disbursements — Section 204 of Handbook

A. Disbursements are approved. Original supporting documentation should be reviewed and approved
by the Pastor or someone assigned by the Pastor. Types of supporting documentation include invoices
or receipts that provide evidence of the transaction, and noted with the expense account to be debited.
Invoice approval is recorded by signature or initials, and dated. Be watchful for bogus invoices sent by

companies who have provided no goods or services.

B. Disbursements are supported by documentation. Verify that all items were received prior to
presenting the invoice for payment. Check items received against documents for description, quantity,
and prices. Checks may not be issued without an invoice or check requisition form. Check amounts
are compared to the list of disbursements accompanying the checks. Invoices are cancelled to prevent
reuse and retained as proof of the disbursement. Included on most invoices is information about the

vendor, date of service or purchase, description of service provided or goods purchased.

C. Duplicate payments are prevented. Invoices are canceled upon payment to prevent duplicate

payments. The number, date of the check, and amount are recorded on the invoice.

D. Proper controls over checks. Access to unused check stock is restricted; all voided checks are

marked “void” and filed in the cancelled check file so as to maintain proper sequential order.

E. Checks payable to cash are prohibited. Checks are made payable to a person or organization. No
check is made payable to “cash” and all checks should require two signatures (if neither is the Pastor’s
or Parochial Vicar signature) for amounts over the limit set by the Diocese of Sacramento, currently
$2,500.

F. Use of credit cards and debit cards. Parishes may elect to use credit or debit cards to facilitate
purchases. Adequate controls governing access, sign off, and documentation of type and purpose of
purchases need monitoring. Parishes may not incur finance charges on a credit card and are obligated
to pay any outstanding balances at the end of each billing cycle. Reconcile this account. If a major
purchase is necessary, obtain the appropriate pre-authorization before purchasing the item. Statements

are mailed to the parish address.

Also, maintain a list of cardholders. The list details the name of the cardholder, the account number,
credit limit, and expiration date. Periodically review and update this list to reflect any changes. Credit

cards are returned when an employee leaves their job or position.

G. Use of tax exemption letter: Determination of 501(c)(3) status. This document verifies the
federal income tax exemption status of the Roman Catholic Church in the United States. (Please see

Appendix B).
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Petty Cash Fund - Section 202.4 of Handbook

A. Designating funds to petty cash. Petty cash funds are designated for small recurring expenses of the

parish. Petty cash funds are not commingled with the funds used for benevolent gifts.

B. Authorized custodian. Assign a primary person to be responsible for processing transactions and

serving as custodian.

C. Petty cash transactions. Record all petty cash transactions in a Petty Cash register to maintain a
clear record of the payment of expenses with petty cash fund. A record of each petty cash payment is

maintained to identify the person paid, the reason, the amount, and the date of payment.

D. Replenishment of the petty cash fund. Write a check from the parish operating account to “name of
person-petty cash”. Never take cash directly from the Sunday collections or other income. Determine
the total for the petty cash fund and periodically reimburse the fund to maintain this pre-determined

total.

E. Disbursements are supported by documentation. Keep petty cash receipts to document the types

of expenses, the payee, and number of transactions to determine that petty cash is appropriately used.

F. Adequate physical safeguards. ldeally store funds in a secure and locked drawer, box, or office.

Bank Accounts and Reconciliation — Section 202.2 of Handbook

A. Identification of parish accounts at financial institutions. The Pastor is a signer and a receiver of
information for all parish accounts including auxiliary organizations. Periodically verify the existence

of all parish accounts, including those for auxiliary organizations.

B. Accounts at financial institutions are to be reported accurately and timely. All parish accounts
are included in the annual report submitted to the Diocesan Pastoral Center and to the parishioners.
Include those bank accounts with zero balances. These accounts still reference the parish tax

identification number and their transactions are processed through these accounts.

C. Monitoring all parish bank accounts. All original bank statements are to be mailed and retained in
the parish office. If applicable, copies may be distributed to auxiliary groups. This will ensure that the

Pastor is aware of all parish bank accounts utilizing the parish tax identification number.

D. Bank account signature cards. Bank signature cards are to be updated as authorized signers
change. Signers that have left the parish or relinquished responsibilities for the account are removed as

authorized signers.

E. Bank accounts are to be reconciled monthly. The Pastor must be a signer on all parish bank
accounts. Bank accounts are reconciled each month and reviewed by an individual independent of the

handling and recording of cash. Reconciling items are investigated and resolved.

F. Excess operating and other funds. Excess operating funds (those over 60days) are deposited with
the Parochial Fund, Inc. of the Diocese of Sacramento. Funds collected for capital campaigns or

building funds are also deposited with the Parochial Fund, Inc.
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G.

Safeguarding the use of the parish tax identification number. The Parish tax identification
number should be given only with the approval of the Pastor. Identify the reason for the use of the
parish tax identification number: establish parish accounts, state and city licensing, etc. National
organizations (e.g. Knights of Columbus, Boy Scouts, and St. Vincent de Paul Society) should not ask
for or be given the parish tax identification number to use for their bank accounts or for their activities.
The parish should maintain a log identifying the recipient of the tax identification number and the

purpose for the request.

. Closing Bank Accounts. Restrict access to unused check stock. When an account is closed, inventory

the remainder of the check stock, and shred all unused checks.

Automatic account debit. Sparingly enter into an automatic debit arrangement. If the business
relationship is ended, make sure the bank is instructed not to honor debits from the company.
Determine what is required by the bank to cease this activity — complete bank forms, write a letter,
and/or close the account. Make sure the requirements are satisfied. Maintain a file documenting any

such arrangements.

Choice of banking institution. It is best to maintain parish bank accounts (operating, auxiliary
group accounts, school) at one financial institution. Higher account balances may enable the parish to

negotiate better terms and/or rates with the bank.

Employee Files

Refer to the Human Resource Administrative Handbook of the Diocese of Sacramento for complete descriptions

of all Employee policies and procedures.

Compensation of Employees — Section 205 and Payments to Independent
Contractors — Section 204.13 of Handbook

A.

B.

C.

Wages and compensation. Wages and compensation are paid by check through the payroll system.

Payments to employees, are always recorded in the financial records of the parish.

W-2 and W-4 forms are retained in employee files. All parish employees receive a W-2 Form by

January 31¢ of each year.

Issuance of Form 1099. When payments of $600 or more are made to a person or contractor during
a calendar year, for other than W-2 reportable services, issue a Form 1099 MISC. Before issuing checks
payable to individuals, verify the individual’s social security number. Monitor payments during the
year to determine if $600 was paid to an individual. When an independent contractor is initially
engaged, forms IRS W-9 (www.irs.gov/pub/irs-pdf/fw9.pdf?portlet=3) and DE 542 (www.edd.ca.gov/
taxrep/de542 pdf ) are completed and signed.

. Classification of workers. A non-exempt employee is paid on an hourly basis. An independent

contractor is paid by project. Independent contractors do not receive employee benefits, such as
insurance, sick pay, and vacation pay. Payment of employee compensation is made through payroll
with the appropriate taxes withheld. See Section 205.5 and Appendix A for detailed information
about determination of employee status. Payments to independent contractors are made directly to the

individual or company.
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E. Payroll is prepared properly and timely. The Pastor or his appointee reviews the employee signed
time sheets prior to submitting to a payroll service. Check or direct deposit pays salary and wages; no
employee is paid in cash. Employee contributions to a tax deferred annuity plan are remitted to a plan

administrator no later than three days after a payday.

F. Time sheets as documentation of hours worked. Time sheets indicating the number of hours
worked each day are required for non-exempt employees. Non-exempt must indicate the number of
hours worked each day. Employees must complete and sign the time sheet before submitting to payroll.

Retain time sheets for a period of three years.

G. Filing federal and state taxes. The Diocesan ADP service, is recommended to facilitate the filing of

federal and state taxes on a timely and legal basis.

H. Changes to employee status. All changes to employment status are to be documented and must
include the approval of the Pastor. Former employees are removed from payroll. Document the date of
the status change and the date of the last check. The Office of Lay Personnel must be promptly notified

of employment status changes for employees, including religious.

Contracts and Commitments - Section 404 of Handbook

A. Parish contracts. Parish contracts are processed according to Diocesan norms. These norms include

consulting with the Parish Finance Council before committing parish resources in excess of $15,000.

In addition to receipt of Diocesan approval for all expenditures of $15,000 or more, at least three

bids must be received for all capital improvements and/or repairs to a parish or school. Building new
buildings, refurbishing buildings, resurfacing of parking lots, painting projects, replacement of air
conditioning units, roof repairs, carpets, and fencing projects are examples of projects which require a

three bid minimum prior to approval of the project.

B. Conflict of interest. Engaging non-parishioners in contracts for goods and/or services helps maintain

objectivity in the performance of the contract.

Auxiliary Organizations — Section 202.5 and Appendix B of Handbook

A. Proper accountabilities. It is strongly recommended that all auxiliary organizations, ministries
and groups deposit all monies with the parish bookkeeper and that their funds be disbursed through
the parish business office using check request forms with proper source documents attached to the
request. All of these organizations are accountable to the Pastor. The groups prepare an annual report
for the Pastor detailing financial activities, current balances if any, and a summary of the activities of

the organization for the previous year. (Please see Appendix B for Diocesan policy.)
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B. Signature of Pastor. If any organization maintains its own bank account, the Pastor must be a

signatory and receiver of information for that account.

C. Bank accounts. The original bank statements should be mailed to and retained by the parish. A copy

may then be forwarded to the organization.

D. Funds remaining at the end of the year. At the Pastor’s discretion excess funds at the end of the year

in auxiliary bank accounts may be forwarded to the parish.

E. Recommended banking institution. By maintaining all accounts at one banking institution more

favorable fees and interest rates are usually obtained.

F. Use of parish Tax ID number. Groups and organizations that utilize the parish tax ID number must

account for all cash receipts and expenditures processed through their corresponding bank accounts.

Other Parish Programs and Events/Fundraisers

A. Adequate segregation of duties. Ideally one person should be responsible for sales and safekeeping
of tickets, a second person responsible for treasury duties, and a periodic inventory of tickets by a third

person.

B. Signature of Pastor. The Pastor is a signatory and receiver of information on any bank accounts held
for these events. The original bank statement is mailed to and retained by the parish. A copy may then
be forwarded to the group. The parish office is to administer the authorized signers and reconcile the
bank account. Whoever reconciles the bank account is not to be an authorized signer on the bank

account.

C. Adequate physical safeguards. The tickets are considered cash and handled appropriately. Keep the

inventory of tickets on hand to a minimum, based on sales activity.

D. Regular reconcilement of inventory. Inventory is reconciled on a regular basis (at least weekly). The
reconciliation form includes the original number inventory of tickets, printing of additional tickets,
adjustments + or —, etc. and sales deposits by date to determine the calculated inventory. This is then
compared to the actual physical inventory count. Any differences are researched, documented, and
resolved. The reconciliation form is routed to the event moderator and the parish office with the

appropriate signatures.

E. Reporting of results. Regular income and expense statements are submitted to the parish business

office. These statements reflect cash in accounts, an inventory of tickets and the program profits.

F. Written procedures and guidelines. It is best to develop written guidelines and distribute these to
event volunteers. Guidelines should segregate duties to distribute the responsibilities. This protocol

will aid and protect volunteers in carrying out their duties.
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G. Accounting for Events. Cash and checks are is counted and deposited intact, never take cash
generated from an event prior to deposit to pay for event related expenses. Receipts are retained to

document a reimbursable expense.

Facility Inspections

A. Perform regular inspection of facilities. Please refer to the “Self-Inspection Program Checklists”
found in the Diocese of Sacramento Insurance Loss Prevention Program Guidelines for Parish and School
Operation. Encourage the parish maintenance staff or building committee to regularly, at least annually,
inspect at least annually facilities and grounds. The results of the inspection will aid in planning for

upcoming expenses and maintaining a good loss prevention record.

Real Property — Section 400 of Handbook

A. Purchase/sale of parish property. Contact the Diocesan Finance Office, at 916.733.0277, whenever
you are contemplating the purchase or sale of parish property. The necessary approvals from the
Pastor, Diocesan Chief Financial Officer and Bishop will be obtained through the Finance Office. This

office will also originate the appropriate documents for the transaction.

B. Leasing parish property. Contact the Finance Office if you have property available to lease. The
property will be added to the list of available property that is sent to potential tenants. The Finance
Office will work with the parish to establish the rent amount and other terms of the lease. The Finance

Office will negotiate with the tenant and draft the lease agreement.

C. Tax Liability. Any parish property that is used for religious purposes is tax exempt. Any new property
purchased is not automatically tax exempt. Contact the Finance Office to file the necessary documents
which the appropriate government agency. This process usually requires a six to nine month period to

complete. If you ever receive a tax bill, please fax it to the Finance Office 916.733.0295

Risk Management — Section 500 of Handbook

A. Self insurance loss program. All locations are insured through the self-insured loss program and are
asked to implement practices and programs that will eliminate or limit the risk of any type of loss. Our
self-insurance program includes property, liability, automobile and worker compensation. Reduction
of losses is good management and will benefit all parishes and those they serve, by reducing premium

costs.

B. Prevention systems and devices. Locations that experience repeated occurrences of fire, theft or
flooding are asked to obtain and activate prevention devices, i.e., alarm systems and backup sump

pumps.

C. Detailed inventory of contents. Covered locations must maintain a detailed inventory of assets.
Items to include are works of art, items of significant cultural value, movable items of sufficient

monetary value including these items: televisions, VCR/CD players, computers, printers, etc. The
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inventory lists the name of the item, description of the item, acquisition cost, date of acquisition
and serial number. Include a photocopy of appraisal for items that are unique. Video, digital discs or
photographs can be attached to supplement any worksheets. It is best to maintain one copy of the

inventory off-site at the Diocesan Archives.

. Loss report for property, automobile, commercial and general liability. Immediately report

any property, automobile, commercial general liability losses to Gallagher Bassett Claim Services at
866.841.0167 x219. For general inquiries relating to the Diocese of Sacramento insurance program call,
Ken Urrutia, Arthur J. Gallagher Insurance Brokers, 800.877.9300, 866.841.0167, Fax 916.403.1619

. Loss reporting for workers compensation. Immediately report any employee injury/workers

compensation loss to LWP Claims Solutions Inc., Marci Oyler, 916-609-3615, Fax. 408-725-0395.

. Loss resulting from use of non-approved contractors or volunteers. Property losses must be

reported to Gallagher Basset Claim Services. Losses caused as a result of non-approved contractors or

volunteers will result in a Poor Practice deductible and/or limited coverage.

. Standards for insuring automobiles. Automobile losses of Diocesan owned automobiles must be

reported immediately to Gallagher Bassett Claim Services. Parish vehicles are to be used for business
purposes. Authorized drivers must have a valid drivers license and a good driving record. Losses
occurring as a result of non-parish use, or use of drivers with poor driving records will be subject to

a Poor Practice deductible. Priests who privately own their automobiles are requested to include the
Roman Catholic Bishop of Sacramento on their policies where possible, in addition to their own names.

See Parish Financial Handbook, Section 500 for minimum amounts required for each type of coverage.

. General Liability losses. General liability losses must be reported immediately to Gallagher Bassett

Claim Services at 866.841.0167 x219. Losses resulting from failure to repair a known condition in a
timely manner, use of a volunteer for hazardous work, late loss reporting, use of contractor without
a contract, or other violations of diocesan policy are examples of actions which would make a parish

subject to a Poor Practice deductible.

. Use of employee and volunteer labor. Employees and volunteers are encouraged to perform their

work in a safe and thoughtful manner. The policy regarding the use of volunteers found in the Diocese
of Sacramento Insurance Loss Prevention Program are to be followed. If they do disregard safe
practices they are to be removed from service until compliance is assured. Volunteers are not to engage
in hazardous activities that include: electrical, mechanical and plumbing, activities involving ladders
or scaffolds and activities involving dangerous equipment or chemicals. Volunteers who use their own
vehicles for parish activities are also required to carry minimums on their vehicle insurance. See the

Diocese of Sacramento Loss Prevention Manual for specifics.

. Rental of parish facilities. Parishes that rent their facilities for non-parish sponsored activities

are to follow the established instructions/guidelines for use of Diocesan and Parish Facilities and
liability insurance coverage. Use the “Liability Insurance for the Events of Outside Users at Diocese of
Sacramento Facilities” form and follow the time lines to ensure that legal and adequate coverage is in
place. Phone Winnie Loi at Arthur J. Gallagher at 415.536.8435.
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K. Renting non-Diocesan facilities. When renting non-Diocesan facilities or submitting applications
for funding of programs and you are asked to provide proof of insurance follow the Arthur J. Gallagher
instructions provided on form “Certificate of Insurance Request for Others”, phone 800.877.9300 or
the Finance Office at 916.733.0277

Safekeeping Records — Section 206 of Handbook

A. Sacramental Records. All sacramental records are stored in a secure area where these records are

safeguarded against physical damage and deterioration. A fireproof safe is recommended.

B. Financial Records. All financial records documenting transactions should be available to the parish
as needed. Records are retained for at least three years, and kept on the parish premises. Section
206 of this handbook details the many documents and the legally required time that each must be

maintained.
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Financial

RECORDS TYPE

RETENTION PERIOD

20. Tax Records

Employment taxes, contributions, and payments, including
taxes withheld and FICA

7 years from date of filing

W-2 Forms 7 years from date of filing
W-4 Forms 7 years from date of filing
Form 990 Permanent
State tax exemption certificates (income, excise, Permanent

property, sales/use, etc.)

1099 Forms

7 years from date of issuance

Unemployment tax records

7 years from date of filing

21. Tribunal Records

Judicial cases Permanent

Administrative cases Permanent

Dispensations and permission Permanent

Sanations Permanent
21. Emails

Emails stored on the diocesan server

4 years from date of creation of
the email message (subject to
longer period as directed by
Bishop for compelling reason,
including, but not limited to, need
to preserve records for longer

period due to pending litigation)

Emails containing material that falls within one

of the longer retention periods in this policy

Print email and retain for period

specified in this policy

Ephemeral Correspondence (personal email,
requests for recommendations or review, email

related to day-to-day operations and ministry)

Retain until read, then delete

Sub-Section

206
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Section 300

Parish Capital Projects:
Financial Planning and Design Process

“Blessed are those who mourn,
For they shall be comforted.”

00€
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Capital Projects

Diocese of Sacramento Parish Construction Project Protocols

The Diocese of Sacramento is dedicated to assisting its parishes and schools in accomplishing successful
construction projects. Through the use of standard procedures, it is our intent to assist parishes and
schools to accomplish effectively designed and constructed projects while delivering the projects in the

most cost effective manner possible. A summary of these standard procedures follows:

THE PROCESS FOR CONSTRUCTING A FACILITY IN THE DIOCESE OF SACRAMENTO

1. The parish identifies a need for a facility and determines a conceptual solution to meet that need. This

vision for a facility is then shared with the Diocesan Finance Office.

2. From this general vision, the parish and Diocesan Finance Office work together to determine a
Conceptual Project Funding/Loan Repayment Plan that is based upon an estimated project budget
amount and projected cash flows, including projected capital campaign pledge collections and
projected annual excess operating revenues. At this point the Diocesan Finance Office, in coordination
with the Board of Directors of The Parochial Fund Inc. and the Diocesan Vicar General, makes a

determination as to whether it is reasonable to pursue a conceptual design and budget for the project.

3. If it is deemed reasonable to move forward at the time, then the Parish engages an architect to develop
the Conceptual Design for the project. The Conceptual Design includes the conceptual master site

plan; conceptual floor plan; and conceptual elevations for the facility to be constructed.

4. The architect does not move beyond the Conceptual Design stage until diocesan approval is granted for
the conceptual design as described above. Diocesan approval is granted by the Diocesan Bishop after
hearing from the Diocesan Building Committee which itself makes a thorough review of the proposed

conceptual design and makes its recommendation(s) to the Diocesan Bishop.

5. Once the Parish’s Conceptual Design receives diocesan approval, then the estimated budget for the
project is revised and the Conceptual Project Funding/Loan Repayment Plan is revised as well. When
the parish’s Project Funding/Loan Repayment Plan involves a loan, the Plan is submitted to the Board
of Directors of The Parochial Fund Inc., a California Nonprofit Religious Corporation, that serves
as the parish bank in the Diocese of Sacramento. If approved, a formal loan commitment is made to
the parish. This commitment is most often contingent upon the parish actually achieving the level of

pledges assumed in the Project Funding/Loan Repayment Plan.

6. Once the parish has gained a formal loan commitment from The Parochial Fund Inc. (PFD), then the
parish must also request diocesan approval to: (I) make the expenditure of funds and (i) accept the
loan commitment from PFI. Diocesan approval is granted by the Diocesan Bishop after hearing from
the Diocesan Finance Council which itself makes a thorough review of the Project Funding/Loan

Repayment Plan and makes its recommendation(s) to the Diocesan Bishop.

7. Once the Conceptual Design has received diocesan approval; a formal loan commitment has been
received from PFI; and diocesan approval for the expenditure of funds and acceptance of the loan has
been achieved; then the parish typically engages a contractor for at least pre-construction services. This
enables more accurate budgeting throughout the design of the project and allows for value engineering

during the design phase of the project.

Sub-Section

300
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Capital Projects

10.

11.

12.

13.

14.

15.

16.

17.

18.

Upon engagement, the contractor is asked to prepare an initial detailed turn-key budget, including all

hard and soft costs, and contingency provision.

Once it is established that the Project Budget as prepared by the Contractor is in line with the
approved Project Funding/Loan Repayment Plan, then the architect is authorized to move to the

Design Development stage.

Upon completion of Design Development documents, the plans are submitted to the Diocesan
Finance Office where they are reviewed for consistency with the approved Conceptual Design for the

project.

If the Design Development documents are found to be consistent with the approved Conceptual
Design for the project, then the Contractor updates the Project Budget based upon the Design
Development documents. The updated Project Budget is then shared with the Diocesan Finance

Office to ensure consistency with the approved Project Funding/Loan Repayment Plan.

Once it is established that the updated Project Budget as prepared by the Contractor is in line with
the approved Project Funding/Loan Repayment Plan, then the architect moves to the Construction

Drawings Phase of design.

Upon completion of Construction Drawings, they are submitted to the Diocesan Finance Office

where they are again reviewed for consistency with the approved Conceptual Design for the project.

The Contractor then bids the various construction line items seeking at least three bids per line item.
The parish and diocese normally review the sub bids and actively participate in the selection of the
subs. (This assumes project delivery via a negotiated fee with a general contractor. This is the typical
project delivery methodology employed in the diocese, though parish requests for alternative delivery

methods are considered.)

Once the bids are selected, the Contractor prepares the final budget that is then presented to the
Diocesan Finance Office to ensure consistency with the approved Project Funding/Loan Repayment
Plan. If the final budget is found to be in line with the approved Project Funding/Loan Repayment

Plan, then the contractor is given authorization to begin construction.

During construction, oversight of the work is provided by the parish, the diocesan construction
representative, and the architect to ensure that the project is completed in a timely manner; that it
is completed in accord with the approved plans; and that invoiced amounts are consistent with the

amount of work performed.

During construction the diocesan representative is available to assist the parish and contractor in

resolving issues that arise.

All change orders must receive formal diocesan approval prior to making a formal commitment for
the work. In addition, all formal change order documents must be signed by both the parish and the
diocese. Notwithstanding the above, the parish and diocese may agree upon a working arrangement
for authorizing small change orders in a timely manner. The level of change order deemed to be

“small” shall be determined on a case-by-case basis.

300
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Capital Projects

19. At the completion of construction two as-built sets of building plans should be received from the

contractor. One set of plans is to be retained at the parish and the second set is to be deposited with

the diocesan finance office for permanent retention.

CONTRACTING WITH ARCHITECTS AND CONTRACTORS

1.

All contractors and architects must be pre-approved by the diocese prior to their engagement by a
parish. If a parish is proposing to engage either an architect or contractor that is not already approved,
then qualifying information must be presented to the Diocesan Finance Office for review and approval

by the Diocesan Building Committee.

. Contractors and architects are normally selected via a standard process that includes identifying a list

of candidates; sending each a Request for Information (RFD); reviewing the information submitted,
selecting a short-list for in-person interviews; interviewing the candidates selected; considering each’s
fee proposal; and then selecting the architect or contractor based upon the findings. The diocesan

Finance Office is available to assist in this process upon request.

. All contractors must be bondable for the full amount of the work to be performed under the contract.

Payment and performance bonds are required for any contract in excess of $100,000, and must be

issued by an entity acceptable to the diocese.

All contractors are required to regularly provide evidence of adequate liability and workers
compensation insurance in such amounts as are required by Diocesan Policy. Contracts terms shall
provide that the diocese be provided with Certificates of Insurance evidencing such coverages and
naming Roman Catholic Bishop of Sacramento, a corporation sole as an additional insured on such

policies.

. Contracts with architects and contractors are prepared on standard AIA forms with some modification.

. All contracts for services must be between the architect or contractor and the owner. The owner is

“Roman Catholic Bishop of Sacramento, a corporation sole/St. Your Parish, an unincorporated non-

profit religious association”.

Such contracts are executed on behalf of the owner by both the pastor of the parish and the vicar

general of the diocese.

FORMAL FUND-RAISING/CAPITAL CAMPAIGNS

1.

All parish capital campaigns must be undertaken with the formal assistance of a professional fund-

raising firm.

. All professional fund-raising firms must be pre-approved by the diocese prior to their engagement by a

parish. If a parish is proposing to engage a professional fund-raising firm that is not already approved,

then qualifying information must be presented to the Diocesan Finance Office for review and approval.

. The professional fund-raising firm is normally selected via a standard process that includes identifying

a list of candidates; sending each a Request for Information (RFI); reviewing the information
submitted; selecting a short-list for in-person interviews; interviewing the candidates selected;
considering each’s fee proposal; and then selecting the firm based upon the findings. The Diocesan

Finance Office is available to assist in this process upon request.
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Capital Projects

4. Parishes may undertake a formal capital campaign only after having achieved diocesan approval for
both the conceptual design of the proposed project and the parish’s Project Funding/Loan Repayment
Plan. Diocesan approval of the conceptual design of the proposed project is granted by the Diocesan
Bishop after hearing from the Diocesan Building Committee. Diocesan approval of the Project
Funding/Loan Repayment Plan of the proposed project is granted by the Diocesan Bishop after hearing
from the Diocesan Finance Council. To the extent that the Project Funding/Loan Repayment Plan
includes a loan from The Parochial Fund Inc. (PFI), then a formal loan commitment must have been

received from PFI prior to requesting diocesan approval for the Plan.

5. All contracts for services must be between the professional fund-raising firm and the owner. The owner
is “Roman Catholic Bishop of Sacramento, a corporation sole\St. Your Parish, an unincorporated non-

profit religious association”.

6. Such contracts are executed on behalf of the owner by both the Pastor of the parish and the Vicar
General of the diocese.

RENOVATIONS/REMODELING OF CHURCHES

Any renovation or remodeling to the interior of a Church must receive conceptual Diocesan approval
through the Office of Worship. Renderings and descriptions of proposed changes should be submitted as

part of a formal request signed by the Pastor.

CHURCH DESIGN

All Churches are to be designed consistent with and in observance of the Church’s liturgical norms.

Please note that all churches, oratories and chapels are to include kneelers.
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“Blessed are those who hunger and thirst for righteousness,
For they shall be filled.”
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Real Property

GENERAL

Another aspect of the Pastor’s administrative responsibilities is that of managing the real estate of the
parish. Canon 51581 defines the parish as a definite community of the Christian faithful established on

a stable basis within a particular church. It embraces all the Christian faithful within a certain territory.
The pastoral care of the parish is entrusted to the Pastor as its own shepherd under the authority of

a diocesan bishop. The Pastor controls the use of parish property and is responsible for its care and
maintenance, including the payment of property taxes. Moreover, the Pastor’s approval is required for any
purchase or sale of parish property, for leasing of space, and for any other transaction (for example, an
easement) affecting parish property. Although each parish has the right to acquire, retain, administer, and
alienate temporal goods by virtue of Canon Law (Canon 51583, 1255, 1256), it is the responsibility of the
Diocesan Bishop to supervise carefully the administration all the goods that belong to the parish. Because
of the form of incorporation of the Diocese of Sacramento, by the Civil Law all parish property is owned

by the Roman Catholic Bishop of Sacramento, a corporation sole.

It is the Pastor, in other words, who takes the lead in initiating any decision affecting parish real property.
The resources the Pastor may draw upon for any preliminary fact finding or “homework” needed in order
for him to formulate and submit a sound real estate recommendation includes the information in this

handbook, as well as input from the Diocesan staff and professionals in the parish.

In addition to receipt of Diocesan approval for all expenditures of $15,000 or more, at least three

bids must be received for all capital improvements and/or repairs to a parish or school. Building new
buildings, refurbishing buildings, resurfacing of parking lots, painting projects, replacement of air
conditioning units, roof repairs, carpets, and fencing projects are examples of projects which require a

three bid minimum prior to approval of the project.

USES OF THIS CHAPTER

This chapter is designed to give the Pastor and parish resource persons the basic rules and the normal
procedures which govern decisions about parish real property matters. Pastors are strongly urged to
use the guidelines presented in this chapter as they formulate their recommendations for real estate

transactions.

THE DIOCESAN FINANCE OFFICE

The Finance Office at the Diocese of Sacramento is a prime resource for the facts needed by the Pastor
concerning parish real estate, its title, history or other data, the interpretation of the real estate sections of
this manual and the initial feasibility of any specific real estate proposal the Pastor may be considering. No
particular formality needs to be followed in contacting the Finance Office for these purposes. A telephone

call (916.733.0277) or simple memorandum of inquiry is welcomed.

PARISHIONER PROFESSIONALS

Most parishes have parishioners who are real estate professionals, such as agents, developers, lenders, etc.,
or who, like lawyers, engineers, or government employees, deal regularly with or are knowledgeable about
many aspects of real estate. Provided that the Pastor has reason to be confident about the competence

and professionalism of the particular individual, and provided that the Pastor maintains control over the
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activities of any individual on behalf of the parish, the use of parishioner professionals on a volunteer
basis to advise and consult with the Pastor in parish real estate matters is encouraged. However, the
decision making authority over real estate is never delegated to such individuals, nor to any group of
parishioners. But since there is great value to the Pastor in obtaining the specific real estate advice and
information that such parishioners can provide, the Pastor needs no further authority to utilize such
parishioners if their services are provided on a volunteer basis. These resource people may also be

members of the Pastoral Council and Finance Council of the parish.

If the professional services are to be compensated in the some form by the parish, however, the Pastor

needs to obtain diocesan approval in each instance.

TITLE TO PROPERTY

THE ROMAN CATHOLIC BISHOP OF SACRAMENTO, a corporation sole, is the entity that hold civil
law title to all church lands in his jurisdiction. For any purchase of real property title must be taken in the
name of the Roman Catholic Bishop of Sacramento, a corporation sole, and all related purchases or sale

contracts and other related documents must be signed by the Bishop, or his delegate.

AUTHORITY FOR PROPERTY DECISIONS _

In addition to the Pastor, the Diocesan Bishop must give written approval for any purchase or sale of
parish property, for any grant of easement (temporary or otherwise) or for any lease of parish property.

In making this decision, the Diocesan Bishop may request input of the Finance Office and/or the Diocesan
Finance Council and/or the Diocesan Property Committee (an adjunct committee of the Diocesan Finance

Council).

RESPONSIBILITY FOR PARISH PROPERTY

Ownership of real property carries with it a number of duties and responsibilities. Some of these are
matters that involve diocesan action, while others are the obligation of the Pastor/parish. The specific

delineation of responsibility is set forth as follows.

TITLE, DOCUMENTS, FILES, RECORDS, ETC.

All original property records: maps, deeds, loans, leases, easements, are maintained at the Diocesan
Finance Office. Parishes are to maintain copies of such documents and records, but the original
documents and the principal property files are maintained and safeguarded in the permanent records of

the Diocese at the Pastoral Center.

SIGNING AUTHORITY AND FORM OF DOCUMENTS

All real property transactions, including purchase, sale, lease, rent, easements, et al., must be in writing
and must be signed by both the Pastor and the appropriate Diocesan official. No Pastor or any parish

member, has unilateral authority to sign any real estate related document. Any such document must
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be sent to the Diocesan Finance Office for review and execution. The Diocesan staff is responsible
for ensuring the correct legal form of each real estate document, for obtaining the proper corporate

signatures(s), and for obtaining any required acknowledgments(s).

INSURANCE ]

All parishes within the Diocese are insured with respect to property losses, both casualty coverage (fire,
vandalism, theft, etc.) and liability coverage (slip and fall injuries, etc.). Gallagher Bassett is responsible for

administering all claims and should be contacted immediately upon any indication of a possible claim.

In situations where Church properties are leased/rented or used by outside vendors (non-parish
organizations), it is a requirement of these users to furnish and pay for a policy of comprehensive public

liability insurance that meets the following requirements:

1. In general, a minimum of $1,000,000 coverage per occurrence and $2,000,000 aggregate. In some

cases where the value of assets are larger, more liability insurance is required.

2. Endorsed to name “The Roman Catholic Bishop of Sacramento, a corporation sole”, plus the parish, as

additional named insureds.

3. Evidenced by a certificate of insurance delivered to the Diocesan Finance Office which provides for

reasonable notice in the event of cancellation or material change.

Successful businesses or service organizations will already possess such insurance coverage and will
consider compliance with the above requirements as routine. Some individuals or small groups will either
be uninsured or will find the cost of complying with these requirements to be burdensome. If such users
were permitted to use parish property, the entire liability for their activities while on parish property

would fall upon the parish and diocese.

PROTOCOLS & CONSIDERATIONS WHEN PREPARING REAL ESTATE TRANSACTIONS

At the diocesan level, the primary contact for real property matters is the Chief Financial Officer who
also serves as staff to the Diocesan Property Committee. Therefore, an initial phone conversation with the

Chief Financial Officer at 916.733.0277 is welcomed to assist the Pastor to clarify and review the proposal.

When ready, the Pastor prepares a written document addressed to the Diocesan Bishop c/o Diocesan Chief

Financial Officer describing the request about real estate and may include the following:
e Describes the proposed transaction: sale, buy, lease, rent, easement, et al.

e Describe the property and how the property would be used

e Indicates the degree of need the parish has for the proposed transaction

e Describe monies that are needed to complete the transaction e.g. monies on hand and money that

needs to be borrowed. If a lease/rent, what revenues are expected and the date/time of lease

¢ Include any other information which the Pastor feels is important
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In general, there is a predisposition on the part of the Diocese not to sell its properties. History has taught
us that times change and local Church needs change such that having extra property is always preferred

to not having enough.

APPROVAL AND ACQUISITION PROCESS —

In making his decision, the Diocesan Bishop may receive input from his primary consultors in real
property matters, including the Diocesan Finance Council, the Diocesan Properties Committee, and
the Diocesan Chief Financial Officer. The Bishop’s approval will be conveyed in writing. Once diocesan
approval is granted, the Chief Financial Officer will assist the parish in handling all of the details of

completion and documentation and/or closing escrow.

USE OF A REAL ESTATE AGENT —

Sometimes it is appropriate to use the services of a licensed agent for the acquisition, sale, and leasing

of property for a parish, and sometimes it is not. If the property to be sold is a single-family residence or

a duplex, or if it is in a remote area, it is generally more efficient to list the property with a local agent.
Occasionally, the Pastor knows of an agent that he believes should be used to sell the property. An agent
may also be used to find a tenant to lease parish property. In some cases an agent may assist the parish in
finding the property the parish needs. The Chief Financial Officer should be consulted in each case before

any commitment is made to any agent.

If the question arises whether to use the services of an agent, or whether we might be incurring an
obligation to an agent, please contact the Chief Financial Officer immediately with the facts of the case.

The two guidelines we will follow in this matter are:
+ we will always adhere to ethical business practice; and

* if we are ethically free to use an agent or not. Each case will be decided on the basis of the net benefit to

the parish as determined by the Pastor in consultation with the Chief Financial Officer.

NET PROCEEDS

When escrow closes, the Pastor will be informed in writing of the amount of net proceeds received from
the sale. Unless the Pastor or the Chief Financial Officer previously directed to the contrary, the entire net

proceeds will be placed into an account for the parish in The Parochial Fund, Inc.

PARISH AS LESSOR - LEASE OF PARISH PROPERTY ]

The use of Diocesan and Parish facilities is only open to groups, organizations, and events that advance
viewpoints, principles or objectives consistent with the Catholic faith. The use of parish facilities in not
open to the general public. In order to assure that anyone using Parish/Diocesan facilities observes the
teachings of the Catholic faith, the Bishop of Sacramento has established a Policy Regarding the Use of
Diocesan and Parish Facilities in the Diocese of Sacramento, a Parish/Diocesan Facilities Use Report

Questionnaire, and a Parish Facility Application/Rental Agreement. The policy, questionnaire and rental
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agreement are all required components to be read and completed by anyone requesting to rent/lease or use
Parish/Diocesan facilities. If serving or consuming alcohol is part of the event the Policy on the Service
and Consumption of Alcoholic Beverages at Parish Facilities must be observed. These four documents are

provided in Appendix B of this handbook. Please copy these documents for your use.

A temporary use of parish property means the full time use of a given area of the parish, but only for a
limited time, usually a day or two or perhaps a month or two. A part time use of parish property is the
use of a given area of the parish for one (1) year or less but only for certain specified hours of the day or

certain specified days of the week.

Examples of leases which a parish might want to enter into are:

* Alease of one or more unused classrooms for Tuesday afternoons
* Alease of an unused convent

» Alease of parish property that is not currently being used (for example, an adjacent house, building or
lot, or a part of the parking area), but which might be needed in the future and therefore should not
be sold

* Alocation agreement for filming a TV show or commercial

For purposes of this handbook, a long term lease is defined as having a term of more than one (1) year.

LEASE ADMINISTRATION
RENT

The parish will receive the rent as it is paid. The parish is responsible for collecting late rent or for

implementing any legal remedies under the lease.
PHYSICAL MAINTENANCE

The Pastor is responsible for the physical maintenance of the leased premises in accordance with the
provisions of the lease. If the tenant is responsible under the lease for certain or all upkeep requirements,
the Pastor monitors the tenant’s performance in this regard. To the extent the lease does not require the

tenant to maintain the premises, it is the parish’s duty to do so.
OTHER TENANT OBLIGATIONS

The Pastor monitors the performance of any other obligations that the tenant may have, such as
maintaining certain hours, keeping parking areas clear, not disturbing others, etc. If the tenant fails in
such matters and does not improve performance after being reminded by the Pastor, it is recommended
that the Pastor inform the tenant in writing of these breeches and describe the consequences for the

breech of contract. The Chief Financial Officer is available to the Pastor to assist in this process.

PARISH AS LESSOR - FACTORS TO CONSIDER

Being a landlord requires involvement. The tenant’s physical presence and activity on parish property will

impact others, including, if not especially, the Pastor and the parish staff. The Pastor is advised to carefully
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